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Academic Operating Procedure 11 
 
Prior Approval for Overloads and  
Supplemental Compensation 
 
Approved: August 15, 2025 
Effective: September 1, 2025 
 
 
AOP Statement  
 
 
This Academic Operating Procedure (AOP) establishes a formal process by which academic 
personnel must obtain prior approval for any activity that will result in overload or supplemental 
compensation. The procedure is intended to address inconsistencies in current practices by 
requiring authorization before supplemental work is started. 
 
The purpose of this AOP is to promote institutional accountability, ensure alignment with existing 
workload and compensation processes, and support consistent administrative oversight of overload 
teaching and supplemental pay. Establishing a standardized approval process reduces the risk of 
unauthorized compensation and ensures compliance with applicable university and System 
policies and regulations. 
 
 
Procedures and Responsibilities  
 

1. RESPONSIBILITY  

1.1. Pursuant to System Policy 31.01, Compensation, any supplemental compensation granted 
after the initial offer of employment must be approved in writing by the appointing 
authority or the designee. 

1.2. Faculty and academic personnel are responsible for preparing a written request in the form 
of a memo outlining the proposed activity, time frame, compensation breakdown, and 
funding source, as listed in Section 2 of this AOP. 

1.2.1. Request memos must be submitted at least five (5) business days in advance of the 
activity start date and routed for approval through the individual's immediate 
supervisor/department chair, the college dean/the unit head, and the Office of the 
Provost. 

1.2.2. If prior approval is not possible, the faculty member or academic employee must 
include a justification memo as described in Section 3 of this AOP. 

1.3. Department chairs and directors are responsible for reviewing and evaluating the request 
memo to ensure the activity aligns with the employee’s existing workload, does not 
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conflict with regular responsibilities, and is supported by available funding. Approved 
memos must be submitted to the dean or unit head. 

1.4. The dean or unit head is responsible for reviewing the submitted memo to ensure the 
activity and compensation are appropriate and aligned with the unit’s/college’s goals. 
Approval must be documented before routing to the Office of the Provost. 

1.5. Provost and Senior Vice President for Academic Affairs or designee, in collaboration with 
Human Resources (HR), is responsible for final approval of all overload or supplemental 
compensation requests involving faculty and academic personnel. 

2. PRIOR APPROVAL REQUESTS 

2.1. The written request memo must include the following information: 

(1) Timeframe: start/end dates and hours per week 
(2) Activity Description: scope and duties involved 
(3) Workload Estimate: total hours and deliverables 
(4) Compensation Breakdown: include total amount 
(5) Funding Source: account number(s) 
(6) Approval Section: section for signatures from the immediate supervisor, dean/unit 

head, and provost 
(7) Supporting Documents: If available, attach additional supporting documents (e.g., 

contracts, project agendas). 

2.2. A faculty member requesting teaching overload compensation must consult with their 
department chair in accordance with University Rule 12.03.99.K1, Teaching Load Credits, 
prior to submission of the request. The request must be approved by the dean of the 
college. 

3. JUSTIFICATION FOR LATE REQUESTS 

3.1. Requests for compensation submitted after the activity has been initiated must include a 
written justification memo and will also be subject to administrative routing, review, and 
approval. 

3.2. Justification memos must include all items listed in Section 2.1 of this AOP and the 
following: 

(1) Reason prior approval wasn’t obtained 
(2) Why the overload teaching or supplemental work was urgent or unavoidable 
(3) Summary of the initiated or completed work (dates, hours, duties) 
(4) Risks or repercussions if approval is denied 

3.3. Retroactive payments are approved at the discretion of the Provost and Senior Vice 
President for Academic Affairs and HR. 
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Related Statutes, Policies, Rules, or Requirements  
 

System Policy 31.01, Compensation 

University Rule 12.03.99.K1, Teaching Load Credits 

https://policies.tamus.edu/31-01.pdf
https://www.tamuk.edu/policy/_files/pdf/12-03-99-K1.pdf




Accessibility Report





		Filename: 

		AOP-11_Prior_Approval_Supplements_20250815_Final.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 3



		Passed: 27



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Skipped		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top

